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How to Place a Bulk Order  
      
 

Step # Execution Procedure or Input Expected Result or Output 

1 Hover over the Place Order tab on the ‘Welcome’ screen and select Bulk 
Order then select the Add button. 
 
NOTE:   You should get re-directed to the Inventory reconciliation page if 
you need to reconcile your inventory. Go to the ‘inventory reconciliation’ 
Practice document.  Complete inventory reconciliation practice then return 
to step 1.  

System should populate Customer information and Ship to 
information.  This information should not be editable.  
Column headers: Item ID, Item description, unit quantity, 
UOM, Suggested Quantity, Quantity ordered, Special 
Instructions Comments, and Error Messages.   
 

2 Enter a quantity of items to be ordered along with any special instructions 
or comments.  

System captures quantity, special instructions or comments. 
 

3 Review items listed on the Bulk Order screen and make any changes 
desired. 

Items appear as you entered them and are ready to be 
saved. 

4 Scroll to bottom of screen.   Check that you have verified the correct 
shipping address and hours of operations.  Enter your name or initials in the 
Submitted by text box. 

System should allow you to check the two boxes and enter 
text.  

5 Click Save button. System should display thank-you for ordering order 
confirmation page.  Pop-up with order number should 
display. 

6 Click OK Pop-with order number disappears and another pop-up 
displays to print the confirmation page. 

7 Print the confirmation page.  See screen at end of test. System should display the screen with Location ID, Order 
Number, Order date and list of only products and quantities 
ordered.  Screen should display Item Description, Item ID, 
Suggested Quantity, Requested Quantity, Unavailable Items, 
Comments, and completed text box showing Name of 
Person Approving Order.      

8 Hover over the place Order Tab and select Bulk Order, click the filter 
button, and then click ‘go’. 

System should display the bulk history page with all 
previous order numbers submitted by this provider 
INCLUDING the order just placed, Order number, Status, 
Date, and Approved by. 
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Step # Execution Procedure or Input Expected Result or Output 

9 Click on the order just created then click ‘select’ to display the order details. System should populate the bulk order screen which 
contains all of the order information.  Headers are Order 
number, Program, Customer ID, Ship To ID, Name, Address, 
City/State/Zip, Order class, Carrier, Order Type, and Pool.  
Details include: Item ID, Item Description, Unit Quantity, 
UOM, Suggested Quantity, Quantity to Order, Quantity 
Ordered, Special Instructions, Comments, and Error 
Messages.   

10 Compare the contents of the printed order with the contents under the 
Detail History (bulk order detail placeholder)   

Printed order should match the bulk order displayed under 
the Detail History. 
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Historical Bulk Order Grid and Selection Criteria 
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Bulk Order Entry Screen 

 
 
 
 
 
 
 
 
 
 



Texas Department of State Health Services  Place Bulk Order 

 
 

 
 5 of 5 

 
Place Order Thank you and Order Confirmation Page 
 

 

 


